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* Break / Rest Areas




Procedures for Reporting Student Absence
Complying with ADE Guideline GE — 20

« Adjusted ADM (Excessive Absences)

« Withdrawal from enrollment upon accumulation of
ten consecutive unexcused absences

Pursuant to A.R.S. § 15-902 ADE adjusts for
excessive absences if ADM for a school district or
charter holder that serves students exclusively in
grades 9-12 exceeds ADA by more than 8.5% and
for all other districts and charter holders if ADM
exceeds ADA by more than 6%.




Membership Days

ADM =

Days in the Reporting Period

Membership Days — Absence Days
ADA =

Days in the Reporting Period

100t day ADM and ADA

¢ Membership Days = 653,100
* Absence Days = 21,085

* ADM = 6,531.00

* ADA = 6320.15

* ADM exceeds ADA by 3.33%




100t day ADM and ADA

¢ Membership Days = 2,050,112
« Absence Days = 165,888

* ADM = 20501.12

* ADA =18842.24

+ ADM exceeds ADA by 8.8%

+ ADM exceeds ADA by 8.8%

* ADE adjusts ADM by multiplying
ADA by the adjustment factor
specified in statute (1.085)

e 18842.24 X 1.085 = 20443.83
» Adjusted ADM = 20443.83

be further adjusted by applying to ADE for the approval
of certain types of absences including absences that
are due to:

¢ Chronic iliness as defined in A.R.S. § 15-346
« Widespread illness*
« Adverse weather conditions*

« Concerted refusal by students to attend classes*

Threats of violence against school property, school
personnel or students for any period of one day or more




» 1.085 for districts and charters with
students exclusively in grades 9 — 12

» 1.06 for all other districts and charters

¢ Adjustments are displayed on the
School Finance 40-2 Report

SAIS ADMS 402 ARIZONA DEPARTMENT OF EDUCATION Page: 1
RESIDENT AVERAGE DAILY MEMBERSHIP RECAP Report Date:  05/08/2008
Day 1 THROUGH 100

FISCAL YEAR 2007-2008
District of Residence: 00-05-99 XYZ Union High School District
Grade Reported ADM__ Reported ADA _Approved Absence Days Approved ADA Adjusted ADM
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Withdrawals include students formally withdrawn
from schools and students absent for ten
consecutive school days, except for excused
absences as identified by the department of
education. (See A.R.S. § 15-901(A)(2))




An excused absence is absence due to illness or taking a
vacation after the school has been notified of the absence.

The governing board of each district must adopt a policy
governing the excuse of pupils for religious purposes.

(See School Finance Instructions for Required Reports,
page 23.)

« Kindergarten students are considered either to be
present or absent for a full day. Incremental
absences in proportions that are less than a
kindergarten student’s FTE are not allowed.

* Record a KG student, with total instruction time
between 346 and 692 hours per year, as absent if
he/she is in attendance for less than three—quarters
of the instructional time scheduled for the day.

« If the total instructional time for the year is 692 hours
or more, a student is counted as absent if he/she
attends less than half the instructional time

Student A is enrolled in a KG program that is scheduled to
include 360 instructional hours over the course of a school year.

2 hours of instruction are scheduled for a particular day.

If Student A attends for at least 1:30, he is considered to be in
attendance for the full day and no absence is reported.

If Student A attends for less than 1:30, he is considered to be
absent for the full day and an absence in the amount of 0.50
must be reported. (Student’s FTE is 0.50.)

Appropriate adjustments must be applied according to




Example 2

.

.

Student B is enrolled in a KG program that is scheduled to
include 720 instructional hours over the course of a school year.

4 hours of instruction are scheduled for a particular day.

If Student B attends for at least 2:00, she is considered to be in
attendance for the full day and no absence is reported.

If Student B attends for less than 2:00, she is considered to be
absent for the full day and an absence in the amount of 1.00
must be reported. (Student’s FTE is 1.00.)

Appropriate adjustments must be applied according to
variations in the length of the instructional time scheduled for a
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Kindergarten (1.0) Early Release
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Attendance ':?ﬁgﬂﬁte
>75% of the instructional time scheduled for the day 0.00
75% of the instructional time scheduled for the day 0.25
>50% but <75% of the instructional time scheduled for the day 0.50
>25% but <50% of the instructional time scheduled for the day 0.75
<25% of the instructional time scheduled for the day 1.00

ample

Student C’'s FTE is 1.00.

6 hours of instruction are scheduled for a particular day.

If Student C attends for more than 4:30, she is considered to be
in attendance for the full day and no absence is reported.

.

If Student C attends exactly 4:30, she is in attendance for 3/4 of
the instructional time scheduled for the day and an absence in
the amount of 0.25 must be reported.

If Student C attends for at least 3:00, but less than 4:30, she is
considered to be in attendance for 1/2 of the instructional time

xample (continue

« If Student C attends for at least 1:30, but less than 3:00, she is
considered to be in attendance for 1/4 of the instructional time
scheduled for the day and an absence in the amount of 0.75
must be reported.

« If student C attends for less than 1:30, she is considered to be
absent for the entire day and an absence in the amount of 1.00
must be reported.

« Appropriate adjustments must be applied according to
variations in the length of the instructional time scheduled for a
articular day.




Attendance ':bn‘:'szﬁte
> 75% of the instructional time scheduled for the day 0.00
>50% but <75% of the instructional time scheduled for the day 0.50
<50% of the instructional time scheduled for the day 1.00

Student D’s FTE is 1.00.

6 hours of instruction are scheduled for a particular day.

If Student D attends for 4:30 or more, he is considered to be in
attendance for the full day and no absence is reported.

.

If Student D attends for at least 3:00, but less than 4:30, he is
considered to be in attendance for 1/2 of the instructional time
scheduled for the day and an absence in the amount of 0.50
must be reported.

« If student D attends for less than 3:00, he is considered to be
absent for the entire day and an absence in the amount of 1.00
must be reported.

« Appropriate adjustments must be applied according to
variations in the length of the instructional time scheduled for a
particular day.
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GE —20 Absence Reporting Requirement (11)(b)(3)

“At a minimum, statutes require all districts and
charter holders to offer instruction of at least four
hours a day on a five day a week schedule or five
hours a day on a four day week schedule.”

“For high schools or ungraded schools in which
the pupil is at least fourteen years of age by
September 1, the attendance of a pupil may be
counted as one—fourth of a day’s attendance for
each sixty minutes of instructional time in a
subject that counts toward graduation, except that
attendance for a pupil shall not exceed the pupil's
full or fractional membership.”

Monday Tuesday | Wednesday | Thursday Friday
Number
of hours 6 6 6 6 2
scheduled
Number
of hours 6 6 6 6 2
attended
Absence
amount 0.00 0.00 0.00 0.00 0.50

11



Monday Tuesday | Wednesday | Thursday Friday
Number
of hours 4 4 4 4
scheduled
Number
of hours 4 4 4 4
attended
Absence
amount 0.00 0.00 0.00 0.00 0.00

Daily Hours of

If the reported

Then report daily

Instruction Received (UEILRIES Student FTE is: absence amount:
1.00 1.00
0.75 0.75
<1:00 0.00
0.50 0.50
0.25 0.25

Daily Hours of

If the reported

Then report daily

Instruction Received (RS Student FTE is: absence amount:
1.00 0.75
0.75 0.50
>1:00 — <2:00 0.25
0.50 0.25
0.25 0.00

12



Daily Hi f If the rted Th rt dail:
Instr:xl:t)i’oncFl!‘trei;ved (AU EES Studeernetplf‘)l'l;_e is: ab:gnf: gmo:In)t’:
1.00 0.50
0.75 0.25
>2:00 — <3:00 0.50
0.50 0.00
0.25 0.00

Daily H f If th rted Th rt dail
Instr:ét)ilonosgsc;ved (UEILRIES Stu:er:tplgr; is: ab:gnfé) l;mu:ln}tl:
1.00 0.25
0.75 0.00
>3:00 — <4:00 0.75
0.50 0.00
0.25 0.00

Daily Hi f If the rted Th rt dail:
Instruction Received || A0endenoe | gy iETER: | absence amount
1.00 0.00
0.75 0.00
>4:00 1.00
0.50 0.00
0.25 0.00




Daily Hours of

If the reported

Then report daily

Instruction Received (AU EES Student FTE is: absence amount:
1.00 1.00
0.75 0.75
<1:15 0.00
0.50 0.50
0.25 0.25

Daily Hours of

If the reported

Then report daily

Instruction Received (UEILRIES Student FTE is: absence amount:
1.00 0.75
0.75 0.50
>1:15 -<2:30 0.25
0.50 0.25
0.25 0.00

Daily Hours of

If the reported

Then report daily

Instruction Received (RS Student FTE is: absence amount:
1.00 0.50
0.75 0.25
>2:30 — <3:45 0.50
0.50 0.00
0.25 0.00
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Daily Hi f If the rted Th rt dail:
Instr:xl:t)i’oncFl!‘trei;ved (AU EES Studeernetplf‘)l'l;_e is: ab:gnf: gmo:In)t’:
1.00 0.25
0.75 0.00
>3:45 — <5:00 0.75
0.50 0.00
0.25 0.00

Daily H f If th rted Th rt dail
Instr:ét)ilonosgsc;ved (UEILRIES Stu:er:tplgr; is: ab:gnfé) l;mu:ln}tl:
1.00 0.00
0.75 0.00
>5:00 1.00
0.50 0.00
0.25 0.00

For homebound or hospitalized, a full day of attendance may be
counted for each day during a week in which the student receives
at least four hours of instruction. A.R.S. § 15-901(A)(6)(f)

« If a homebound or hospitalized student receives at least four
hours of instruction during a week that school is in session,
the student is considered to be in attendance for the entire
week and no absences are reported.

If a homebound or hospitalized student receives less than four
hours of instruction during a week that school is in session the
hours will be prorated per A.R.S. § 15-901.




All figures are over a period of one week

Hours of Days in Weekly Weekly Absences to
Instruction Session Attendance Absence Report
5 0.00 1.00 5.00
4 0.00 1.00 4.00
<1:00 3 0.00 1.00 3.00
2 0.00 1.00 2.00
1 0.00 1.00 1.00

The specific days chosen to report absences shall be left to the discretion

Al figures are over a period of one week

Hours of Days in Weekly Weekly Absences to
Instruction Session Attendance Absence Report
5} 0.25 0.75 3.75
4 0.25 0.75 3.00
>1:00 — <2:00 3 0.25 0.75 2.25
2 0.25 0.75 1.50
1 0.25 0.75 0.75

The specific days chosen to report absences shall be left to the discretion

All figures are over a period of one week

Hours of Days in Weekly Weekly Absences to
Instruction Session Attendance Absence Report
5 0.50 0.50 2.50
4 0.50 0.50 2.00
>2:00 — <3:00 3 0.50 0.50 1.50
2 0.50 0.50 1.00
1 0.50 0.50 0.50

The specific days chosen to report absences shall be left to the discretion




Al figures are over a period of one week

All figures are over a period of one week
Hours of Days in Weekly Weekly Absences to
Instruction Session Attendance Absence Report

5 0.75 0.25 1.25
4 0.75 0.25 1.00

>3:00 — <4:00 3 0.75 0.25 0.75
2 0.75 0.25 0.50
1 0.75 0.25 0.25

The specific days chosen to report absences shall be left to the discretion

Hours of Days in Weekly Weekly Absences to
Instruction Session Attendance Absence Report
5} 1.00 0.00 0.00
4 1.00 0.00 0.00
>4:00 3 1.00 0.00 0.00
2 1.00 0.00 0.00
1 1.00 0.00 0.00

approved alternative calendar

See A.R.S. § 15-796, 15-797, 15-183

“School districts operating alternative schools pursuant to
this section and charter schools operating on approved
calendars pursuant to section 15-183 may count pupils as
having attended full time in any week for which the pupil was
enrolled in and physically attended at least twenty hours of
instruction during that week.” A.R.S. § 15-797(D)

17



For students enrolled in the Arizona Department of Juvenile
Corrections educational program, daily attendance is a day
in which a student attends for a minimum of 240 minutes.
Attendance for 120 or more minutes but fewer than 240
minutes shall be counted as one-half day’s attendance.
(See ARS. § 15-1371)

For students enrolled in the Arizona Department of Corrections
educational program, daily attendance is a day in which a
student attends for a minimum of 180 minutes. Attendance for
90 or more minutes but fewer than 180 minutes shall be
counted as one—half day’s attendance. (See A.R.S. § 15-1372)

0-49 0.00 0.75
50-99 0.25 0.50
100 - 149 0.50 0.25
>150 0.75 0.00

18



Adjusting Student ADM for
Subsequent and/or Concurrent Enroliments

Significance of Memorandum (April 3, 2008)
“Reporting Absences and Apportionment of ADM”

1. Only the first 100 membership days accrued by
students will be considered in the determination of
Average Daily Membership (ADM).

2. A student may accrue membership days only by
virtue of enrollment(s) occurring during the first 100
days a school is in session or the first 200 days
school is in session for schools operating on 200
day calendars.

The grid outlined in black illustrates a school’s calendar.

Days 1-40 Days 41 — 100 Days 101 — 180

19



The area outlined in red illustrates a student’s enrollment with a school.

Days 1-40 Days 41 —100 Days 101 — 180

The number of funded membership days generated by a student’s
enroliment within a school appear in white letters within a red background.

Days 1-40 Days 41 — 100 Days 101 - 180
[Cen C_orvo | I

Scenario 1 (Single Enrollment)

Days 1-40 Days 41 — 100 Days 101 - 180

I 40 FMD 60 FMD

* Student FTE = 1.00

« Enrollment Days = 180

» Funded Membership Days (FMD) = 100
+ ADM = 1.00

20



Scenario 1a (Single Enroliment)

Days 1-40 Days 41 — 100 Days 101 - 180
(. ||

+ Student FTE = 0.25

+ Enrollment Days = 180
+ FMD =25

+ ADM =0.25

Scenario 2 (Single Enroliment)

Days 1-40 Days 41 — 100 Days 101 — 180

[ |

+ Student FTE = 1.00

+ Enrollment Days = 110
+ FMD = 100

+ ADM =1.00

Scenario 3 (Single Enrollment)

Days 1-40 Days 41 — 100 Days 101 - 180

Corm |_sorw |l

« Student FTE = 1.00

+ Enrollment Days = 90
+ FMD =90

+ ADM =0.90

21



Scenario 4 (Single Enrollment)

Days 1-40 Days 41 — 100 Days 101 - 180
| [ 20 |

+ Student FTE = 1.00

+ Enrollment Days = 100
+ FMD =20

+ ADM =0.20

Scenario 5 (Single Enroliment)

Days 1-40 Days 41 — 100 Days 101 — 180

+ Student FTE = 1.00

+ Enrollment Days = 78
*« FMD=0

+ ADM =0.00

Scenario 6 (Subsequent Enrollments)

School B I
School A School B (Student enrolls on 111t day)
« Student FTE = 1.00 « Student FTE = 1.00
« Enrollment Days = 110 « Enrollment Days = 70

22



Scenario 7 (Subsequent Enroliments)

School B | | |l |

School A School B (Student enrolls on 91t day)
« Student FTE = 1.00 « Student FTE = 1.00
« Enrollment Days = 110 + Enrollment Days = 90

Scenario 8 (Subsequent Enroliments)

scroot | ]| |

School B I I I I|
School A School B (Student enrolls on 71t day)
« Student FTE = 1.00 + Student FTE = 1.00
« Enrollment Days = 80 + Enrollment Days = 110

Scenario 9 (Subsequent Enrollments)

School A

School B

School A School B
« Student FTE = 1.00 « Student FTE = 1.00
< Enrollment Days = 15 « Enrollment Days = 180
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Scenario 10 (Subsequent Enroliments)

School A

School B
School A School B
« Student FTE = 0.25  Student FTE = 1.00
« Enrollment Days = 15 + Enrollment Days = 180

Scenario 11 (Subsequent Enroliments)

School A

School B

School A School B (Student enrolls on 815 day)
« Student FTE = 1.00 + Student FTE = 1.00
« Enrollment Days = 60 + Enrollment Days = 110

Scenario 12 (Subsequent Enrollments)

School A

School B I I II II

School A School B (Student enrolls on 101t day)
« Student FTE = 1.00 « Student FTE = 1.00
« Enrollment Days = 20 « Enrollment Days = 80




—
School B
[ | |

School € ||
School A School B School C
« Student FTE = 1.00  Student FTE = 1.00 + Student FTE = 1.00
+ Enrollment Days = 90 + Enrollment Days = 10 + Enrollment Days = 90
« FMD = * FMD = * FMD =1

Scenario 14 (Single Enrollment on 200 Day Calendar)

Days 1-40 Days 41 — 100 Days 101 — 200

« Student FTE = 1.00

+ Enrollment Days = 200

+ Funded Membership Days = 100
+ ADM = 1.00

greater than 1.0 the total ADM will be reduced to 1.0 and
apportioned between the schools based on reported FTE.

Exceptions:
* The total ADM for a student enrolled in a JTED
course or courses (satellite courses) provided in a

facility owned or operated by a school district in
which the student is enrolled may not exceed 1.25.

The total ADM for a student enrolled in both a
charter school and a JTED (when the student
resides within the boundaries of a school district

25



simultaneously enrolled in more than one school.

3. For purposes related to the apportionment of funding, only

concurrent enrollment on days within the first 100 session
days (or 200 session days for schools operating on 200
day calendars) will be considered.

4. When ADM must be apportioned due to concurrent
enroliment, ADE adjusts the student’s FTE proportionally
by dividing the reported FTE* for each individual school
by the total reported FTE for all schools involved in the
concurrency.

School A

School B I I II II
School A School B (Student enrolls on 101t day)

« Student FTE = 1.00

« Enrollment Days = 120
+ FMD = 100

« ADM = 1.00

School A
(Member Dist.)

+ Student FTE = 1.00

« Enrollment Days = 80
*« FMD=0

+ ADM = 0.00

(JTED Satellite)

School A (Member District)
« Student FTE = 1.00

« Enrollment Days = 180

« FMD = 100

« ADM = 1.00

School B (JTED Satellite)
« Student FTE = 0.25

« Enrollment Days = 180
« FMD =25

« ADM =0.25

ADM does not exceed specified limits.

26



sencors | ||

School A School B

* Reported Student FTE =1.00 + Reported Student FTE = 0.25
« Adjusted FTE = 0.80 * Adjusted FTE = 0.20

« Enrollment Days = 180 + Enrollment Days = 180

« FMD = 100 + FMD =20

+ ADM = 0.80 + ADM =0.20

School Reported FTE
Total Reported FTE

Adjusted FTE =

For School A: 1.00 + 1.25 = 0.80
For School B: 0.25 + 1.25 = 0.20

School B

School A School B
« Reported Student FTE =1.00 <« Reported Student FTE = 1.00
« Adjusted FTE = 0.50 (one day) * Adjusted FTE = 0.50 (one day)

« Enrollment Days = 60 « Enrollment Days = 121
+« FMD =59.5 +« FMD =40.5
« ADM = 59.50 + ADM = 40.50

27



School B I

School B I I

School A

.

.

.

Reported Student FTE = 1.00
Adjusted FTE = 0.50 (5 days)
Enrollment Days = 180

FMD =97.5

ADM = 0.975

School B

+ Reported Student FTE = 1.00
* Adjusted FTE = 0.50 (5 days)
+ Enrollment Days = 5

« FMD=25

+ ADM = 0.025
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School A
« Reported Student FTE = 1.00

Adjusted FTE = 0.50 (40 days)
Enrollment Days = 110

FMD =80

ADM = 0.80

School B

Reported Student FTE = 1.00
Adjusted FTE = 0.50 (40 days)
Enrollment Days = 140

FMD =20

ADM = 0.20

g st
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Summary of Changes to SAIS Requirements
for Fiscal Year 2009
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Beginning in fiscal year 2009:

The records for a student enrolled in grades 9 — 12 will fail in
Integrity processing for ADM when attendance (Transaction 17)
is submitted.

The records for a homebound student will fail in Integrity
processing for ADM when attendance (Transaction 17) is
submitted.

Submission of absences for homebound students will be
allowed.

The records for a student enrolled in a TAPBI school will fail in
Integrity processing for ADM when attendance (Transaction 17)
is submitted.

TAPBI schools will be required to submit LEA calendars for the
purposes of establishing session days and determining the 1,
40, 100t and last day of instruction.

The submission of calendar track 0 (zero) will no longer be
allowed for students enrolled in TAPBI schools.

ADM and ADA for students enrolled in TAPBI schools will be
calculated in accordance with the same procedures used to
calculate ADM and ADA for students in non—TAPBI schools.

Integrity processing for ADM and/or Special Education when a
Special Enrollment Code (CEC-A, CEC-B, Open Enroliment) is
submitted.

Note: Special Enrollment is an element in Transactions 1
(Student Enroliment) and 14 (Special Education Service
Participation).

The Integrity warning generated when a student who has
previously been reported as a graduate (W7, S7, G) is
subsequently enrolled for school membership, will become an
Integrity failure for ADM.

Note: An exception will occur if a student is reported as having
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« Integrity error message —43204 Student has neither a
year end status nor a withdrawal, will no longer be associated
with End of Year ADM.

Note: This Integrity failure has not affected calculations for ADM
in the past, nor will it in the future. Due to this technical
correction, Code 4c will no longer appear on SDADMS72 and
75 reports after the 100" day of instruction when a student
without a record of a year end status or a withdrawal is subject
to Integrity processing.

« If the total ADM for a student at all schools attended is greater
than 1.0 the total ADM will be reduced to 1.0 (or 1.25 under
specified circumstances when a student is also enrolled in a
JTED satellite) and apportioned between the schools based on
reported FTE.

« Only the first 100 membership days accrued by students will be
considered in the determination of Average Daily Membership
(ADM).

< A student may accrue membership days only by virtue of
enrollment(s) occurring during the first 100 days a school is in
session or the first 200 days school is in session for schools
operating on 200 day calendars.

« Aggregation procedures for schools operating on 200 day
calendars will be incorporated into SAIS.

Note: Schools with 200 day calendars are currently subject to
the same aggregation procedures as schools operating on
non-200 day calendars, but are subject to a manual adjustment
after the 200" day of instruction. Going forward, reported FTE
for students enrolled in schools operating on 200 day calendars
will be halved and a 200t day aggregation will be performed in
SAIS.
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Upon reaching his/her 18 birthday, a student without
disabilities who is enrolled in the Arizona Department of
Correction educational program will be excluded from funding
for ADM.

Note: When such students are excluded from funding, their
names will be listed on the SDADMS76 Funding Exclusion
Report.

A new tuition payer code (presumably {5}) will be added for use
(by JTEDs) when a student is concurrently enrolled in a JTED
and a charter school, but does not reside within the boundaries
of a school district that is a member of the JTED.

An option to display the SDADMS72 report for all grade levels
within a school will be added.

The SDADMST75 report will display all membership intervals
that occur before the 100" day or 200t day for schools
operating on 200 day calendars.

Note: The names of students who are enrolled in a school
before the school has reached its 100" day (or 200t day for
schools operating on 200 day calendars) but who have
previously accrued 100 membership days, will be displayed on
the 75 report with 0.00 FTE.

The SDADMS75 report will display a new code (presumably
{6}) indicating that a student has had a previous enrollment in
another school.

A new Student Detail Report will be created to display the
number of membership days a student has generated due to
previous enroliments in other schools.
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Beginning in fiscal year 2009:

« The result of the current SAIS Integrity processing validation
requiring a student’s Special Education Service Participation
exit reason to align with the withdrawal or year end status
associated with the student’s school membership will be an
Integrity failure as opposed to a warning.

Note: Student records failing this validation will be excluded
from the Federal Special Education Census.

* When a student is exited from Special Education Service
Participation with Exit Reason Code {11} (Expelled but still
receiving services) the student’s records will fail in both state and
federal Special Education Integrity processing unless a record of
a subsequent Special Education Service Participation with SPED
Service Code {H} (Homebased/Homebound/Hospital Program)
exists in SAIS.

Beginning in fiscal year 2009:

« ELL Program Code {M} (Mainstream) will no longer be valid.

* A new ELL Program Code presumed to be {I} (Individual
Language Learner Plan (ILLP)) will be added.
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« Records of up to three language assessments (AZELLA)
administered during a fiscal year by an individual school district
or charter holder will be allowed to exist in SAIS for a student.
Assessments may be administered on any day without regard to
any previously designated assessment period.

Procedures allowing a third party to submit student language
assessment results are currently underdevelopment. Any
changes to current procedures will be announced at a later date.

« The Integrity warning generated when records exist in SAIS
classifying a student as an immigrant for more than three fiscal
years will be changed to a failure.
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Beginning in fiscal year 2009:

* Anew Need code, designating a student as
“Homeless — Unaccompanied Youth” will be added to
comply with federal reporting regulations.

« Thank you for joining us today.

« Please fill out and leave your workshop
evaluation form.

« Please return any borrowed materials.




